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BSPONSIBILITINS OF RATING AN PUVIBNING 01 yIotats: - ate W. sansek Jr. 
aa The Rating Official shall be the person, who is immediately resvonsible 
for the work of the employee (first, person in authority who has 
supervisory responsibilities) .. 
a. If more than one Rating Official, both shall confer and arrive at 
joint evaluation 
bd. Rating Official makes initial evaluation of employee performance 
and is one of most important operations in rating process 
¢, Must be honest and unbiased, fair alike to Government and 
‘employee 
d. Rating Official should study manual closely and make every effort 
to get best information available to do effective rating job 
€, Zach Division has designated a liaison representative between the 
Division and the R4A Bfficiency Rating Committee to assist Rating 
and Reviewing Officials in carrying out the efficiency rating 
program oi) 
f. xamples of performance, weak, adequate and outstanding, 
cut well in advance of interview, are very effective. 
Se the Reviewing Official shall be the sunervisor highest in line of 
authority above the Rating Official who nas personal knowledge of 
the general performance of the employee to be rated and of the 
stendaards of performance of the Unit in which the employee is assigned 
as come ared with standards in other Units. 
‘a, Reviewing Official has responsibility to review or revise ratings 
fter conferring with Rating Officials and intermediate super- 
visors heh . 1 
(1) Should read manual carefully and prepvare himself from best 
information available on subject of performance rating 


thought 


(2) Should attempt to secure uniformity by Lae alba matats with 
Rating Officials 
(3) Should discuss changes with Rating Officials and, if 
' necessary, with employee ~ 
(4) Should adhere to deadlines established by Bfficiency Rating 


Committee, 
DISCUSSION OF RATING Site SLEMENTS 
Part I. -— Josevh %. O'3rien 
ly Elements 1 to 20 
a. Grouping of Zlements: How Yell; Now Much; Manner of Doing 
be. Selection,of elements within group pertinent to job 
2. Mlements 21 to 31 
a, Apnly only to administrative, sunervisory or planning functions 
b. Grouping of elements; (1) Policy determination and orgenization 
planning; (2) Management and suvervision; (3) Leadership 
“ce, Selection of elements within group pertinent to job 
d. .Use of élements 15 to 19 
e, Use of adcitional elements 
$. Similarity of rating elements in groups 1-20 and 21-31. 


PAL Wilbon ~ sinew, Lynn 
1. Selection of all elements to be rated: Limit those nertinent to 
the job peasy 
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, IMPORTANCE OF INTER? ‘rus Mens dene Be poe BURA Ak air fet 
sig 1. Three Types of Interviews are recormended. by” Cabin Stee! fh 
Rating Official and emmloyee; Reviewing Official with Rating to) “ic 
and Reviewing Official, Rating Official ane employee, or " Reviewing 
Official and employee. - 
ab oe between Rating Official and ‘employee. 
(1) me, Place and Manner : 


(2) atl of rating to employee 
(3) Gritical elements and priority of activities 
(4) Reasons for ratings assigned i 
(5) Employee questions — 
0, Interview between Reviewing Official and Rating Shatin 
(1) Tine 


(2) Reasons and ae ares for rating assi;z medy. 
(3) Decision as to revision Saati 
c, Interview between Reviewing Official, Rating Official and 
or between Reviewing Official and employee ‘ | 
(1) When . 
. (2) Rxplanation of revision 
d. Conclusion + Value of interviews. 


Be NATURE OF STATUMENT FOR "SXCELLENI" AND VUNSATI SFACTORY" 
RATINGS - John W. Asher, Jr, 

1. RSA Efficiency Rating Connittee requires written sta stenents for Eng 
"excellent" rating. . 
a, Statenent of "generalities" not acceptable. In fairness to 
employee's personnel record, Committee requires specific onan, 
of outstanding performance ~ the more the better ; 

db, Zxamples of poor and good statenents 
2. "Unsatisfactory" ratings must be sunnorted by complete factual writ 
statements with recommendation for denotion and reassientient « or 
termination. bik 
a, ‘Written statenent must contain valid reasons, with detsiled 
trae of Us ee ek service, and Fi Setar of having 
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F, RATING METHODS - WORK STANDARDS — WORK SHENTS — Dr, Harlow S. Person 
1, Work Standards - When making a rating the Rating Official inevitably 
has some tyne of work Akane rT d in mind, whether consciously or 
subconsciously, 
a. Such standards are of two tynes, as follows: 
(1) Comparison of the individual performance with the com-_ 
posite verformance of the entire work-group to which | 
_ individual belongs, This method doninantly subjective 
(2) Comparison of the individual performance with precelena 
objective standard appropriate to the individual job. For 
instance, for a typist an ea caby ‘standard may compris 
such factors as: pages per hour; errors per Press 7 
to official tyne paze; neatness; Spe i 
b. . The Committee request s the cooperation of Rating and PEE 
Officials in development of objective dine generaliy oe 


Pectin enw euthorizes the Committee to Pe eee ; 

that it is svoeaking for him in asking cooperation in this direction 

: f. fakin thn st in developing work standards may be secured fron the 

Office of the Management Zngineer, Office of the Administrator. 

teas Analysis 

a, First step towards objective atandands is performance analysis; 
the breaking down of each individual's job into duties; the 
functional things actually required of the individual. The job 
description does not help mich here, because an individual's job 
description may embrace a wider area than is revresented by the 
work actually required at a narticular place during a particular 
period : 

bd. The Comittee this year asks Rating and Yeviewing Officials to 
cooperate in taking this first step; in constructing a basic 
nerformance analysis for every position in R@A 

c. When this has been accomplished we can then turn to the devising 
or svecific work standards. 

Work Sheets ~ Illustrative work sheets have been distributed 

Ae Explanation of work sheets 
(1) Selected Forn 51 elements at left 
(2) Other columns for duties 
(3) Arranged in order of importance from left to right 
(4) Bach duty then rated in respect of each Form 51 element 
(5) Rating Official then makes a summary rating for each Form 51 

element, . 

Conference with Employee 

a. Smployee should be invited to aid Rating Official in developing 
the work sheet 

be Rating Official receives benefit of employee's knowledze of what 
Sa Otay is doing 

Cc. UZmnloyee zets clearer understanding of what is exnected and of 
weLaetye importance of duties 

d. Inprovenment of morale 

e. Ultimately better performance, 
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SUNAR RY - Dr. Harlow S. Pevson. 

In connection with ratings of field Sanlave dk: the following procedure 
is recommended. After the efficiency rating has been annroved by the 
Reviewing Official, the Rating Official should transmit to the field 
employees carbon conies of Standard Form 51, "Revort of Sfficiency 
Rating" and Form AD~510 "Efficiency Rating Work Sheet", These forms, 
accomanied by a tactful memorandun complimenting the strength of the 
employee but OMe aa: helpful and constructive ecriticisn of any 
weaknesses, will serve instead of a nersonal interview. 
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